
INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue', Atlanta, Georgia, 30334." 
Attention: Schedulina Section. - 

FOR AGENCY USE I 1. Agency Address I FOR RECORDS MANAGEMENT U S E  
Application Number 

14r-Ft Off i ce  of t h e  Comptrol ler  General  
Insurance Div i s ion ,  Regulatory 

hpplication Date 

Date Completed Date Received 

2 5 1981 
!. Perron to Contact Working Title Telephone Numbc 

;rover -~ - Anderson .~ A s s i s t a n t  Deputy Insurance-Commissioner 656-2014: 
1. Action Requested 

~ ~ ~ ~ .~ ~~~ ~ .~ ~ ~~~ ~~~~~ .~ ~ ~~~ ._ ~~ ~ ~ 

g u s t  2 5  

__ - ~ . 1-9!!--- ~ ~~ - ~- 

rpplication Number 

4 
a. 
b. 

- c.. 
1. Dates of Series 
Farliest ' Latest 

a Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

-~ - 197-c I p r e sen t -_  1 Surp lus  L i n e s  ._____ A f f i d a v i t s  ____-. .~... ~~~~~~ 

i. Division and Office Function What is  the function of the Division and the Office in which this record series is  created? 

The Comptrol ler  G e n e r a l  is r e spons ib l e  f o r  r e g u l a t i n g  insurance  
companies and f o r  admin i s t e r ing  in su rence - re l a t ed  laws: supe rv i s ing  
and l i c e n s i n g  loan  companies making loans of $2,500 or  less: and 
en fo rc ing  t h e  S t a t e ' s  Fire S a f e t y  Laws and Mobile Home Sales r e g u l a t i o  

The Insurance Div i s ion  supe rv i se s  insurance  companies and agen t s ,  - -  1 -  

c o l l e c t s  premium taxes, examines p o l i c y  forms and p o l i c y  r a t e s ,  and 
admin i s t e r s  i n su rance - re l a t ed  l a w s .  The Div i s ion  a l s o  l icenses a g e n t s  
and companies and i n v e s t i g a t e s  consumer complaints.  

.. ~ - 
1. Record Series Description This file contains the following documents (include form numbersand titles, if any): . 

Premium TaxLS Documents relating to: 

Included are: 
Surp lus  L i n e s  Broke r ' s  Q u a r t e r l y  A f f i d a v i t s  h r  *& -- - -  

. .  
. Fi le  i s  ar anged: b, 

. .  ~ 

i . . 
i . .A lphabe t i ca l ly  by   name b f  Su rp lus  L i n e s  Broker . -~ .-- ~~~ ~~ - ~ - _ ~ _ _ _ _ ~  I __ 

How often are records referred to which are: ,:, B. Monthly Reference Rate 

One to six months old Q X r t e r l Y s e v e n  to twelve months oId?!!nX!llJ Thirteen to twenty-four months old _-, 
-. 

7 __ tiventy-five __ ~ months and ~ ~ ~ - . ~ ~  older ~~ 

~~~ ~ 

9. Annual Rate of Accumulation of Records 
Letter-size drawers ; Legakize drawers ____, One .Shelves ;Other (specify) 

R--50-71; Rev. 76 (Over) 



X 
I 

x 

n 

10. Que@onnaire (Place ~. - an "X" in the proper column) 
~~ ~ 

a. I s  this the official copy of the series? 
If no t ,where i sL  _ _ .  ~. - ~ - ~- ~ __ ~ 

b. Does the series contain cdnfidential information requiring security handling? If yes, cite law or regulation. 
i, 

~ __ ~ ~~ ~ 

1 .  ~- c. I s  this a j i t a l  record? ~ . .  

d. Does this . _I_~__ 
series have historical or long term research value?--- 

e. When one or two documents in the f i le make it necessary to keep the entire f i le for a long period, could these 
- dwutments be scheduled semratelv? ~- ~ - __ 
~- f. Is the information'wnfained in th i s  series ever mblished? If yes. attach CODY. '. -~ ~~~ .- -~ - . 

I g. Is'the information contained in t h i s  seriq ever analyzed and/or recorded in a summarized report? 
J f r e s x t a c ~ h  MPY. ~~ - 

~ > +  : ., ~. 

- ~ -. 

office, or in another office or agency? 
~~ ~ ~ ~~~ ~~ - 

- 
. . -  . 

r e g u l a r l y m i m f i l m e d L  
., , i  

. .  ' - r  ~- ~~ X -  er wintout? .~. 

11. Retention Requirements .b The following requires the series to be kept: 
I Q 

a. State Law - ~ ~-~-years. d. Audit period -- -years. 
b. Statute of limitation - ~?~~--years. '.t' e. Administrative n<ed - r 3  -?ears. 
c. Federal law --years. f. Federal retention instructions - ..----years. 

. .  , -  ...- 
Ti . . .- ~~ 

. .  - r  - ~.+r.-.'.-. - .. .. ._i, 

- 
7 , s - ~~' .10 Calendaf Year;' 0 F ixal Yea?; El Other 2 :~i-~'3.--i_-~-~ ~ . ,  . . , .  7 ' .  

. -- ,. ~ , . .. . . .  monthk) - 3. yearb); then ~, ~ .. ~ 

., .~ . , ,. - w  -Hold in the current files area 
I 

~ - .. , . .  ~. ~~ . _ ~ I  - f i r  tolocal holding area; hold,__-.year(s); then ~ . ~ , ., 9 ?.- ~ 

R Transfer tb State Recprds Center; 'hold.A - :---year(s); - then . . - . '  .:. . . 7 . . . . '  - - 
., . . ,  , - _ ~ . I ^  - ~~ ~ . ,  - 

I 

A ?  - ?. - 3 -  ~ ' ' - .  . .  -~ . -  - ~ .~ .~ . . -  [zp Destroy. -' 

0 Transfer to State Archives for permanent retention. ~ ' '  

0 Other (Specify) 

.. 

.*, .-_ ~. , ~- 

-. - ~~ - ._ - .. - ~. -, * .r ~ - .  - - .. 
i r  _. . .  - . , 

~ .- 

- ~. 
~~ . - .  - ~ ~~ 

1 

These instructions apply to all prior and future accumulations of the series. 

, 

Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 

Attorney Genera 
4R--50-71; Rev. 78 

! 



ESTABLISH DISPOSITION STAWDARC; DISPOSE OF PRESENT ACCUMULqTION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

r*-I"; T;*-i-Fmve-zm-=.-m --- *--z**-m P----%s _L -*-*-c35J Yj"-w--aD-e- n ---.*-7-p.+== 
~ ~ ~ C x 4 c T  seIrq 

Surplus Lines Brokers' Affidavits and Quarterly Reports 
_l*l_--lll---- -__ -- 1957 - p r e s L [  

---1--1 ---- 
O S  k1h.r la th. fvlctlm of the office lo vhlch chi; record s- r lcr  Is Created 

To supervise examination of a l l  insurance company annual s ta tements ,  their applications 
for l icense;  check company financial  conditions,  statutory deposi ts  and valuation of 
their  securi t ies .  Also, check  for compliance of ' insider  trading of domestic stock insurer 
equity securi t ies ,  to maintain control of holding company operations - enforcement of 
company partici 
preneed funeral 
paration of t h e  annual report of the Insurance Commissioner to t h e  Governor. The auditing 

on in the Insolvency Pool Act. Control over premium finance companies ,  
rations and surplus l ines  companies and surplus l ines  brokers. Pre- 

-of all insurance company tax returns. 

GID-403, Surplus Lines Broker's Affidavit, contains name of broker , policy number, 
name of insurance company policy is written through, kind of insurance,  name of 
insured,  effective da t e  of insurance and amount of.premium. It a l s o  contains  state- 
ment t ha t  the proper procedure for procuring surplus l i nes  insurance h a s  been followed 
by the broker. Filed alphabetically by broker. 

Surplus Lines Quarterly Reports summarize a l l  surplus l i nes  bus iness  t ransact ions by 
the broker €or e a c h  quarter. The report lists names of insureds,  policy numbers, 
amount of premium and amount of tax due. Filed with broker's affadavits, alphabetically 
by broker.. 



- - 
- -  I PAGE 1 .. ~ -_ --- .___I____.I__. _TI- ~ _______.____ ~- --~I_ -__ __ . ~ = ~ . ~ ~ - ~ - - ~ - . ~ ~ ~ - ~ ~ ~ - -  QUESTIONNAIRE ~1.r. .a -.- 1 m  the #rop.r column. 

_ .  
---__ ~ p -  __. .. . ~ 

YES NO 

.i Kl 1 3  

Ir  .nw*r  1. "1.8." ~1t.s. . .pl .Io 
. -2 

! 

. ,  13. Is t h i s  the  Record Copy sf t h e  series? 
, ~ -; - 

14 .  Is there  a duplication of t h i s  series i n  another o f f i c e  o r  agency?, . .  

15. Is the infornet ion contained i n  t h i s  ' s e r i e s  ever summarized o r  published? 

r'l w 
, ~ , . , [ I  pcl 

_ .  r y-;~ ~ 

' I  , .- ,. . . -  . 
J!_,L; - - 

- 
. ~. 

16. Does the  s e r i e s  contain c l a s s i f i e d  in fo rmt ion  requiring securi ty  handling? 

17. Does the  series document pol ic ies  and procedures of  agency's operaticn o r  functiof,? [ ]  

. -  

- - -  w .~ ~. 

18. Could t h e  f'unction be performed i f  the  f i l es  were l o s t  o r  destroyed? 

19. Is t h e ' s e r i e s  (or major portion o f  it) regular ly  microfilmed? If yes ,  why? 

20. Does t h e  record s e r i c z  prbvide data  as input t o  an LDP f i l e ?  

KI 11 ' - . .  

[ 3 ';,: pJ 

i I  :- w 
- t l  M - .. . . .  - .. 

Does the record series contain  documentation produced as 3CP pr intout?  , 2:. 

22. 

23. 

24. 

I r. 

(I; 

Is the s e r i e s  a f f ec t ed  by Federal o r  grant m d s ?  

---I- .- - - - - -. - --_I ______.._I-. -.- -^-____ ~ __- 
25. AGENCY R E C O w N D A T I O ' N S ,  Th's agency recomends tha t  the  f i l e  s e r i e s  be cut  o f f  at t h e  end 

of each -MCAIENDAR YEAR -[]FISCAL YEAR -[ICIWjR ,then : 

~. ~~ . A. ~. [ ]Destroy . immediately after cut off .  ' . I* ~~ 

< 
L 

I 

'-mcinth(s)/ "i y e i G ( s j ,  then: 
- .. - B. [ ]Hold .. ~ in '  current  f i l e s  a rea  - ,- ---- , 

~. 
[ I ~ e s t r o y .  

5. 

~. . .  
~ .~ . '  2 [ ]Transfer . to  records center ;  hold --_ 2 . jy'ear(s);then: 

. .  ~. ~ ~ ~ . .  
- 

i; - ~~ 

Destroy. . r _  .~ 
~. . .~ 

A~ ~ 

. .  

(Indicate b r i e f l y  rationals for  reconunendztions above/or w r i t e  additional remarks) : 

------- -____I._I - _- _I I I __  - - - _-_____- 

.I - A t t a c h  Samples of the Series 
--.*_II-_--___ 

Kecommendations 

i n  Paragraph 25  


